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E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  DISPOSE OF PRESENT A C ~ U M U L A T I O N ;  'm R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  NO F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E 1  

. 

'*What i s  the  function of the o f f i c e  i n  which t h i s  record s e r i e s  is  created? 

The D i v i s i c n  of Menta l  H e a l t h ,  headed by the Director, is responsible for administering, 
supervising, and regulating the program of the State which involve the diagnosis and 
treatment of mental  disorders. Included are: 

1. diagnosis and treatn#nt of drug problems (Drug Abuse Services Section) 
2. &-is and treatment of problem involving alcohol (Alcohol Services Section) 
3. The administration of w n t d  institutions (Institution Section) 
4. the d i d i s  and treatment of develapmenkil disorders (Developmental Services Section 
5. the diagnosis and treatment of mental disorder other than those involving 

alcohol, drugs, or developrental disorders (Mental Health Services Section) 

.. 
d n g  documents' (include form numbers and t i t l es ,  i f  any, 

and f i l e  arrangement). 

Documents relating t o  the capi l ia t ion  of stitistics on out patients in Mental ~ealth 
clinics. Included is form MH 3.17 - Admission Data, form MH 3.18 - termination Data. 
Fi les  arranged by clinic number and thereunder by case nunber. 
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13. Is t h i s  t h e  Record Copy of t h e  se r i e s?  

1 4 .  Is there  a duplication o f ' t h i s  s 'eries i n  another o f f i ce  o r  agency? 

15.  Is the information contained i d  t h i s  s e r i e s  ever swparized or published? 
Attach copy of sunnnary o r  publication. 
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16. Does the se r i e s  contain c l a s s i f i ed  information'requiring 
. .  

I 

17. Does the  se r i e s  i n i t i a t e ,  amend or  terminate agency policies and pmcedGes? , " I  . ' t X l  1 . .  > 
, _  , .  - i, , ~ ~ 

[ X I  [ 1 

19. Is t he  se r i e s  ( o r  major portion of i t )  regularly microfilmed? If yes,  why? [ 1 :."XI 

20. Does the record se r i e s  Provide data as  input t o  an EDP f i l e ?  [XI L I  
21. Does the record se r i e s  contain' documentation 'producsd ks 'EDP printout?  ' ~ . ' . [  3 . [ X I  

18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

22. Has the  Federal Government issued ins t ruc t ions  governjng t h e  retention/dispo- . . [ 1 [XI 

23. W i l l  t here  b e ' a  rteed f o r  these'recbras 10,715 'yPars from now? I f  yes;what? - ~ ~ ' - ' . [  1 ' [ X I  
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s i t i o n  of  . .  these f i l e s ?  
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25. AGENCY RECOM&NDATIONS. This agency recommends tha t  the F i l e  s e r i e s  be cut of f  a t  the end 
of each -mCALENDAR YEAR -[]FISCAL Y E 4  -[]OTHER - , then: 

[ 1 Hold i n  the current f i l e s  area- ' 'month(s)/  y e a r ( s ) :  
[ 3. Transfer t o  [ ] Sta t e  Records Center [ 1 Local Holding Area; hold y e a r ( s ) :  
[ 1 Destroy;i_, . 

[ 1 Transfer t o  S%ate.Archives' for'pe&anent'ret&tion.' . ' . 

[A Other: (Specify) 

... , ,. _ I  -. , .p . .  :-:? -: , - ! -  7 .. .:. . . .  , . .~ ? 
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- .  . . .  I , 1  - .  . . .  -3. .  . , : .  . . . .  . . . .  . .~ .. ... .- . . .  ,. 7, : .  - . 4 - ; . : 7 T < . ' q ! , ;  : . . . . .  [ 3 Destroy immediately af'ter cut-off. 6 .  . .  

Cut off at end of each calendar year. U p  completion of annual statistical report and 
publication of report destroy. 

. ,  
( Indica te  b r i e f l y  rat ionale  for  recornendations above/or write  addi t ional  remarks )  : 


